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Instructor Overview and Materials

Rationale

Individual Assistance (IA) personnel provide applicants with FEMA’s standard operating procedures to give applicants accurate information in a timely manner. This course provides a basic overview of the Intranet Web Applicant Inquiry/Update, how to access it, and what information it contains. This course supports individuals who serve or want to serve as an Applicant Services Program Specialist, Applicant Services Program Team Leader, DRC Support Team Leader, Direct Housing Specialist, Direct Housing Support Specialist, or Direct Housing Team Leader, and may also include all FEMA personnel and partners.
COURSE GOAL
This course has been designed to provide Individual Assistance personnel with information and procedures to enable them to access and use the Web Applicant Inquiry (Intranet Web Applicant Inquiry/Update) to help applicants through the recovery process.
COURSE OBJECTIVES

By the end of this course, participants will be able to:

· Demonstrate how to access the Web Applicant Inquiry, search for resources, and log out

· Demonstrate how to use the Rental Resources database

· Describe the primary information within the Summary Frame, tabs, and subtabs

· Describe how to use Events History and imaging

· Demonstrate how to add a comment or contact in an applicant’s record

· Explain how to update information
PRE-course recommendations
There are no pre-course recommendations for this course.
PARTICIPANTS

The target audience may include all personnel assigned to the IA section; it may also include all FEMA personnel and partners.
INSTRUCTORS

Instructors should have training experience working with the IA programs. If you are a less experienced IA Instructor, request an experienced Instructor or Subject Matter Expert (SME) to co-instruct with you.
METHODOLOGY

The unit may be delivered by one or more Instructors using a team-teaching or co-teaching approach. Teaching methodologies include lecture, interactive discussion, PowerPoint presentations, and group activities.
DELIVERY

This course is designed for delivery in Regional and field offices.
AGENDA

	Unit Title
	Time

	Unit 1—Course Overview
	30 minutes

	Unit 2—Accessing Web Applicant Inquiry and Rental Resources
	30 minutes

	Unit 3—Rental Resources
	60 minutes

	Unit 4—Reviewing an Applicant File
	90 minutes

	Unit 5—Using Event History, Viewing Images, Adding a Comment or Contact, and Updating Information
	45 minutes

	Unit 6—Course Conclusion
	45 minutes

	Total Time
	5 hours


EVALUATION

The course will include a Level I evaluation using the standard Disaster Field Training Operations (DFTO) Course Evaluation Form. A Workbook exercise provides the Level II evaluation of participants’ acquisition of knowledge. DFTO staff may conduct the Level III evaluation, using its protocol in conjunction with IA staff.

PREPARING TO TEACH

· Contact the DFTO Training Manager in the JFO or the designated liaison for training. Inquire about class roster and size. The DFTO Manager or liaison will help you acquire the supplies, materials, and training space you need to deliver this course.
· Use the DFTO Training Support Checklist form (see below, at the end of the Instructor Overview and Materials section) as needed.

· Prepare copies of the DFTO Course Sign-in Sheet (see below, at the end of the Instructor Overview and Materials section). At the beginning of each course, have all participants sign the DFTO Course Sign-in Sheet.

· Make copies of the Intranet Web Applicant Inquiry/Update Reference Guide (June 2007) for each table group. Note: The Reference Guide may be printed or viewed on the computer for participants to reference.

· Make copies of the Intranet Applicant Inquiry/Update Workbook.
· Have a copy of the Intranet Applicant Inquiry/Update Workbook Key available to refer to when needed.

· Make copies of the Web Applicant Inquiry/Update Quick Tab Guide (see below, at the end of the Instructor Overview and Materials section) for participants to refer to in Units 4 and 5.
· Search for a Rental Resource case ahead of time and have it available for you to present at the beginning of Unit 3.
· Before class, familiarize yourself with the computer equipment and setup of the FEMA Intranet of the JFO or DRC so that you can give instructions to the participants. Know how to access Applicant Inquiry/Update at your specific duty station for “live” material. 

· To access the TDL (Training Development Lab) server, use this IP address: https://iaapps.fematdl.net/ASTC/. On pop-up, select “Continue to this Website (Not Recommended).
· The username will be (for all) hsr1 and the password will be hsrtest.

· Choose Disaster 7086 (Missouri), choose Process (Applicant Inquiry), Search, and RI# 11-0000095 Ethan Sundries.

· If connection to the TDL is unavailable, load the file called TDL Screen Shots for Workbook onto the desktops so that participants can complete the Workbook.
· A DFTO Course Evaluation Form is included at the end of the IG, but copies need not be made. An Evaluation Form is found at the end of each Student Manual. 

· Remember to turn in the Sign-in Sheets to the DFTO Training Manager or liaison so participants will receive credit for course completion.

· This course is centered on a PowerPoint slide presentation. Slides can be hidden to make the course audience-specific. 
SUPPLIES AND EQUIPMENT

· Instructor Guide

· Student Manuals
· Laptop computer

· LCD projector

· Computers with network connections

· Name cards
· Easel and markers
· Pens and note paper

· DFTO Course Roster

· DFTO Training Support Checklist

· DFTO Course Sign-in Sheet 

· DFTO Course Evaluation Form (in Student Manual)

· CD of Web Applicant Inquiry Reference Guide

· CD of TDL (use if cannot connect to TDL to be loaded on desktop)

· Chart paper, easels, and markers (one per table group)

· Intranet Applicant Inquiry/Update Workbook Key (from CD)

· Intranet Web Applicant Inquiry/Update Reference Guide (June 2007) 
· From CD
· Hard copy, if not from CD
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REQUESTOR INFORMATION
DFO Section/Offce:
Pointof Contact Telephone #
Request Date: Location

TRAINING PURPOSE

Topic/Audience:

Describe how this topic relates to the DFTO Needs Assessment Questionnaire. (See questions 1, 53 and 5b on questionnaire.)

NOTE: Your expectations must be discussed with your staff. Training outcome may improve when participants are
aware of the expectations.

SPECIAL NEEDS

Instructors/Subject Matter Experts

Participants’ Availabilty

Materials Needed

Special Room Arrangements (attach diagram i desired)

TRAINING DATES & SUPPORT NEEDED FROM DFTO

Training Dates: Start End Preferred Times:

__Obtain Room Reserve Room Set up Room Develop Materials Provide Instructors

Reproduce Materials Audio-visual Requirements ____Other (explain).
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Web Applicant inquiry/update QUICK tab guide
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UNIT 1
COURSE OVERVIEW

TIME

30 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· List the objectives of this course

SCOPE

· Individual introductions

· Course objectives
This page intentionally left blank.

UNIT 1 
COURSE OVERVIEW
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	Instructor Note: You may display this PowerPoint while class is gathering prior to introductions.

You may also offer a brief description of the course before beginning introductions.
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UNIT 1

COURSE OVERVIEW
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	This course is designed specifically for Individual Assistance (IA) Staff in the Joint Field Office (JFO). It provides training to IA staff on how to review applications using the Web Applicant Inquiry and Rental Resources via the FEMA Intranet.
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	Instructor Note: Explain that the Intranet is FEMA’s internal protected site and that the user must have a NEMIS User ID and Password.
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Welcome

l

Introductions

l

Name

l

Home Region

l

How long have you been with FEMA?

l

What are your expectations?
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	Instructor Note: As you start the course, review these and other needed classroom ground rules.

Set a positive tone for the course in your welcome.
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	WELCOME

Classroom Ground Rules

· Please turn your cell phones or pagers to “silent” and prepare to respond to calls on breaks.

· We will take breaks often enough to keep you comfortable. Please return promptly when we do take breaks.

· Take turns with table group leadership and reports.

· You may bring beverages back to the classroom with you.

· Issues to be clarified will be noted on the “Parking Lot.”
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	Instructor Note: Introduce easel/board for “Parking Lot” questions. (This refers to a location for questions that participants ask that you may need to come back to. You may need to research disaster specifics or get details on an issue. Review and follow through with “Parking Lot” answers as appropriate and/or prior to close of class.)
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	Introduction of Instructor

Introduction of Participants

· State your name.
· Identify your home region.
· State how long you have been with FEMA.
· State what your expectations are from this course.
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	On an easel, capture participants’ expectations for you to refer to at the end of the course.
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	Instructor Note: Job aids for each unit are available in the Web Applicant Inquiry/Update Reference Guide on the CD and in one (or more) table copy(ies) provided for use during the course. Ensure that the most current version of the Guide is provided during the course.
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	Instructor Note: Refer participants to the Web Applicant Inquiry/Update Workbook and tell them that they’ll be using it to complete various exercises pertaining to the topics covered in this course. You can also refer them to any other material you deem appropriate.
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Unit 1

—

Course Objectives

l

Demonstrate how to access the Web Applicant 

Inquiry, search for resources, and log out.

l

Demonstrate how to use Rental Resources 

database.

l

Describe the primary information within the 

Summary Frame, tabs, and subtabs.

l

Describe how to use Events History and 

imaging.

l

Demonstrate how to add a comment or contact 

in an applicant

’

s record. 

l

Explain how to update information.
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	Instructor Note: Review course objectives.
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	By the end of this course, participants will be able to:

· Demonstrate how to access the Web Applicant Inquiry, search for resources, and log out

· Demonstrate how to use Rental Resources database
· Describe the primary information within the Summary Frame, tabs, and subtabs

· Describe how to use Events History and imaging

· Demonstrate how to add a comment or contact in an applicant’s record

· Explain how to update information


	[image: image44.emf]
Visual 5
	[image: image45.wmf]Visual 

5

Ground Rules

l

Speak one person at a time; no side 

conversations.

l

Participate fully.

l

Respect comments and opinions of 

others.

l

Listen actively to what others are saying 

and allow them to finish before speaking.

l

Ask questions.
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	Instructor Note: Explain the ground rules of the training:
· One person speaks at a time; no side conversations.

· Everyone participates fully and there are no “wrong” questions.

· Comments and opinions of others are respected.

· Everyone listens actively to what others are saying and allows them to finish before speaking.

· Ask questions to clarify when unsure of what someone has said.
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	We have had the chance to introduce ourselves and learn about the course goal and objectives. Let’s start by examining the Web Applicant Inquiry.


UNIT 2
ACCESSING WEB APPLICANT INQUIRY AND RENTAL RESOURCES

TIME

30 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· Demonstrate how to log in/out of the Web/Intranet
· Demonstrate how to access a disaster

· Explain how to search for a registration (application)

SCOPE

· Learn to log in and out of Web Applicant Inquiry.
· Access specific disasters.
· Locate specific applicants using the Registration Identification Number (RI#).
This page intentionally left blank.

UNIT 2
ACCESSING WEB APPLICANT INQUIRY AND RENTAL RESOURCES
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UNIT 2

ACCESSING WEB APPLICANT 

INQUIRY AND RENTAL 

RESOURCES 
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	The purpose of this unit is to review how to access the Web database and access an applicant record. This unit examines how to access the Web Applicant Inquiry and Rental Resources by looking at what the system can do, and what your supervisor determines you may do, depending on your job at the JFO or DRC.
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Unit 2 Objectives

l

Demonstrate how to log in/out of the 

Web/Intranet.

l

Demonstrate how to access a disaster.

l

Explain how to search for a registration 

(application).
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	By the end of this unit, participants will be able to:

· Demonstrate how to log in/out of the Web/Intranet

· Demonstrate how to access a disaster

· Explain how to search for a registration (application)
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Accessing NEMIS

2.

1

Accessing 

the Web

Visual 

Visual 

8

8
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	Instructor Note: 
· Explain the steps involved in logging in to the Web/Intranet.

· Refer participants to “Accessing the Web” instructions in the Web Applicant Inquiry/Update Workbook.
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	Instructor Note: Ask the participants if they are comfortable using the Web and are familiar with common Web navigation terms. Each participant should be at a computer, assuming network connection is available. If not, use the slides and the CD.
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	At the Windows Desktop screen, double-click on the Internet Explorer icon. Once it is open, go to the http://ia.fema.net website. If the Web opens to online.fema.net: 

· Click Intranet Index under Resources

· Click on the Individual Assistance link 

· Access the Applicant Inquiry/Update according to your specific duty-station requirements for live case demonstration

· Access the TDL server through
https:// iaapps.fematdl.net/ASTC.  On the pop-up, select “Continue to this Website (Not Recommended). 
Username = hsr1
Password = hsrtest

· Choose DR# 7086; Applicant Inquiry; RI# 11-0000095, Ethan Sundries

Remember, this is within the FEMA Intranet and may be accessed only when you are inside the FEMA firewall.
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	· Log in with your NEMIS User ID and Password.
· Click on the Login button.
· Select Applicant Inquiry or Rental Resources.
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	Instructor Note: Encourage participants to ask questions about any term used during the course.
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	To access an applicant record, you will need to enter the Assistance Client.
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	Instructor Note: Explain the difference between Inquiry and Update. This concept is similar to NEMIS.
· Inquiry is for viewing and comments or contacts only.

· Update allows critical minor data changes, such as mailing address, SSN, or current phone number.
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	REFERENCE

Reference Guide, pp. 11-13.
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	In the Web Assistance Client frame:

· Select the disaster from the dropdown.

· At the Process field, select Applicant Inquiry or Applicant Update. For this course, we will be working in Applicant Inquiry.

· Click on the Search button.
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	Instructor Note: Explain the features of the search methods.
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	REFERENCE

Reference Guide, Chapter 2, pp. 13-15.
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	The Applicant Inquiry Search—Web Page Dialog will open with the Disaster Number auto-filled in the top left.  

At this point, you have several options for searching for an application:
· The best search method is the applicant-specific Rgsn ID (Registration Number). You may use other search criteria, such as the SSN, last name, or telephone number. 

· After entering the information, click on the Search button.
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	All records meeting the search criteria will display. However, there is a search limit of 100 registrations.
To open the appropriate application, click on the radio button to the left of the case and click on the Ok button. The record will open.

· If you want to close the application, click on the Home button in the right corner. 

· At the Web Assistance Client page, select the appropriate disaster and process and click on the Search button again.

· Repeat the previous steps for searching for an applicant.
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	Instructor Note: If you select by last name, you may get more than one case record.
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	When you are ready to log out of the Web Applicant Inquiry/Update:

· Click on Logout in the upper right-hand corner of the FEMA Individuals and Households banner

· Click on Click Here to close your browser

· At the pop-up: Do you want to close this window? Select Yes.


	
	If you need to go back into the Web Applicant Inquiry and Rental Resources, click on Click here to log into NEMIS Human Services, and re-enter your NEMIS User Name and Password.
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	Instructor Note: By now, you should be comfortable logging in to and out of the Web Applicant Inquiry and Rental Resources.

Also, you should know how to search for and locate any application.

Be aware of, and be prepared to explain, some common terms used during the course:
· Summary Frame

· Dialog Box

· Pop-up
· Function Button

· Back Button

· Scroll

· Assistance Client

· Logging In/Out

· Click On

· Radio Button
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	Instructor Note: Ask participants to complete “Accessing a File” exercise in the Workbook (Review #1, p. 5) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Accessing a File Exercise

1.

Log in to the Web Applicant Inquiry (if 

network connection is available). 

2.

Answer the questions on Accessing a 

File in the Workbook.

3.

Share answers with others.

Purpose: To be able to access 

applicants

’

files
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	Are there any questions before moving on to Unit 3: Rental Resources?
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	Instructor Note: Provide a short review of topics covered in Unit 2.
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	Now that we have examined how to access the Web database, let’s look at the Rental Resources.
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UNIT 3
RENTAL RESOURCES

TIME

60 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· Demonstrate how to search for a Rental Resource

· Identify the five required fields needed to search

· Explain the concepts of the Add, Update, and Delete functions and indicate when they are used

· Locate specific information in Rental Resources by completing an exercise

SCOPE

· Search for Add, Update, and Delete Rental Resources.

· Note: Rental Resources will be deleted only at the request of the Resource.

This page intentionally left blank.

UNIT 3
RENTAL RESOURCES
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Rental Resources

RENTAL RESOURCES

UNIT 3
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	The purpose of this unit is to show you how to access the Rental Resources database for applicants.
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Unit Objectives

l

Demonstrate how to search for a Rental 

Resource.

l

Identify the five required fields.

l

Explain the concepts of the Add, Update, 

and Delete functions and indicate when 

they are used.

l

Locate specific information in Rental 

Resources.

Unit 3 Objectives
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	By the end of this unit, participants will be able to:

· Demonstrate how to search for a Rental Resource

· Identify the five required fields needed to search

· Explain the concepts of the Add, Update, and Delete functions and indicate when they are used

· Locate specific information in Rental Resources by completing an exercise
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	Instructor Note: Remind participants to use the Web Reference Guide for more details.

Option 1: If network connection is not available, demonstrate how to search for a Rental Resource by projecting the screen shots using the CD. You can use the example below. 

Option 2: If network connection is available, demonstrate how to search for a Rental Resource by logging in to the Intranet and showing the case you have selected ahead of time. If participants have computer access, ask them to log in and look for the case you selected. Be sure the case is available to you before the course begins.

Review the Required Search Criteria. After selecting the five required fields, click on the Search button in the Web Page Dialog frame.

Use the following as an example, if available:

State: FL

County: Palm Beach

Max Rent: 1500.00

Min. Bed: 2

Only Available Resources: Yes

	[image: image97.emf]
	The top line of the screen contains the Rental Search—Web Page Dialog. You may select the appropriate disaster; however, this is NOT a required item and will restrict the resources.

State—State where applicant is looking for a Rental Unit

County—County where applicant wishes to reside

Max Rent—Maximum amount of rent the applicant states that he or she can pay


	
	Min Bed—Minimum number of bedrooms needed for the applicant’s household

Only Available Resources —Select Yes or No from the dropdown. Yes indicates only those resources available to rent. No will allow all resources to be listed (available and unavailable).
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	Instructor Note: Explain the other available search filters that are NOT required.

Provide the following example (or choose your own):
City: blank

Furnished: No

Pets Allowed: Yes

Children: Yes

Section 8: Yes

Handicap Acc.: Yes
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	There are several other search filters that will allow you to provide more detailed options to the applicant.

City—Enter the name of the city requested by the applicant

Furnished—Use if applicant specifically needs a furnished or unfurnished unit. Select Yes or No from the dropdown.

Pets Allowed—Use if the applicant needs a unit that allows pets, or wants to live somewhere that has no animals. Select the appropriate Yes or No.

Children—Use if the applicant needs a unit for children or specifically does not want a unit for children. Select Yes or No from the dropdown.
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	Instructor Note: Explain that Section 8 is subsidized rental assistance from HUD.
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	Section 8—Identifies whether the rental resource management will accept Housing and Urban Development (HUD) Section 8 vouchers. Select Yes or No.

Handicap Accessible—Indicates whether the unit is appropriate for a handicapped applicant or family member. Select Yes or No.
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	Instructor Note: Remind the participants that only five fields are required, and that all of the others should be used only when the applicant has a specific request or requirement. It is not necessary to select any of these to facilitate a search for rental resources. 
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	IMPORTANT Instructor Note: HINT: The F P H 8 in the right corner below the Delete button will have a Y or N, indicating Furnished, Pets, Handicap, and Section 8, even without the use of those search filters. Also show participants that the Rows Retrieved at the bottom left of the web page will indicate the number of resources available.
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	Instructor Note: Remind participants to use caution when in the Rental Resources database. DO NOT delete resources. The Resources Unit within Individual Assistance has this responsibility. Also explain that the Update button will be discussed again in the next topic.
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	· After selecting all search criteria, click on the Search button in the Web Page Dialog frame.

· For more detailed information on a specific resource, select the resource by clicking on the radio button to the left of the resource and then click on the Update button in the Web Page Dialog frame. When finished, click on the Close button below the information. This is the only time we use the Update button, unless so instructed by a supervisor in the Resources Unit.
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	Always make a record whenever a resource is given to an applicant. 

· Select the resource by clicking on the radio button and then clicking on the Contact button. A pop-up box will appear.  

· Enter the Disaster Number and the applicant Registration Number.  

· Click on the Save button.
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	Instructor Note: We have discussed the Search and Contact buttons, and briefly used the Update function. Let’s continue with Add, Update, and Delete.

Spend a few minutes explaining the concepts of the three buttons and indicating who is responsible for these functions. Caution participants not to use these unless given additional instructions by a supervisor.
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	Add:

Within Individual Assistance (IA), there is a Resources Unit that is responsible for gathering information on all of the available rental resources in a specific geographical area. Resources staff contact unit owners or managers to gather all of the pertinent information. This information will be entered into the Web Rental Resources database via the Add function.  

Update:

If changes need to be made to rental resource information, the Resources section will confirm and make adjustments through the Update function.  

Delete:

Finally, when a resource needs to be removed from the database, the Resources section will use the Delete function.
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	Are there any questions on accessing Rental Resources?  
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	Instructor Note: Give participants the opportunity to access the Web Applicant Inquiry and Rental Resources (if network connection is available) and answer a few questions.
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	Instructor Note: Ask participants to complete the exercise on Rental Resources in the Workbook (Review #1, p. 6) to apply what they have just learned.
Tell participants they may work alone or in pairs. Have them access the Web Applicant Inquiry—Rental Resources (if network connection is available). Tell them they will have about 10–15 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Rental Resources Exercise

1.

Log in to the Web Applicant Inquiry

—

Rental Resources (if network connection 

is available). 

2.

Answer the questions on Rental 

Resources in the Workbook.

3.

Share answers with others.

Purpose: To be able to assist 

applicants with Rental Resources
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	Instructor Note: Provide a short review of topics covered in Unit 3.
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	Are there any questions before transitioning to Unit 4: Reviewing a Case File in Applicant Inquiry?
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	Instructor Note: Suggest break of about 10 minutes before moving on to Unit 4.
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	After accessing the Rental Resources and identifying the fields required for a search, let’s review an applicant file.
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UNIT 4
REVIEWING AN APPLICANT FILE

TIME

90 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· Explain the purpose and components of the Applicant Summary Frame
· Describe and identify the tabs and subtabs in Applicant Inquiry and Applicant Update
· Locate specific information in each tab
SCOPE

· Learn the tabs and subtabs and buttons in the Web Applicant Inquiry, and learn what information the Web Applicant Inquiry contains.

This page intentionally left blank.

UNIT 4
REVIEWING AN APPLICANT FILE
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Rental Resources

REVIEWING AN 

APPLICANT FILE

UNIT 4
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	The purpose of this unit is to review an application using the tabs and subtabs within the Assistance Client, Applicant Inquiry, or Applicant Update.
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Unit 4 Objectives

l

Explain the purpose and components of 

the Applicant Summary frame.

l

Describe the tabs and subtabs in 

Applicant Inquiry and Applicant Update. 

l

Locate specific information in each tab.
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	By the end of this unit, participants will be able to:

· Explain the purpose and components of the Applicant Summary Frame
· Describe the tabs and subtabs Applicant Inquiry and Applicant Update

· Locate specific information in each tab
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	How many participants are familiar with NEMIS? 
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	Instructor Note: 
· If most of the participants are familiar with NEMIS, you may make reference to NEMIS as appropriate; but if this is a group new to NEMIS or Web Applicant Inquiry and Rental Resources, referring to NEMIS will not enhance the training.

· The Applicant Summary Frame is the new term for what is known as the Banner in NEMIS.
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	When an applicant’s record is accessed via the Web, elements of that record are displayed. These elements include the Applicant Summary Frame, tabs, and subtabs.  

· Search for and open the case file you want to review.

· The file will open at the Overview tab (page). 
· No matter which tab is open, the Applicant Summary Frame is always displayed.
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	Instructor Note: Review the Applicant Summary Frame abbreviations and meanings. 
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	REFERENCE

Reference Guide, Chapter 3, pp. 29-31.

	[image: image141.emf]
	Rgsn ID—Number assigned to the applicant and the applicant’s name

DR#—Number assigned to the disaster

Co-Reg—Name of the co-registrant/spouse

SSN and Co-SSN—Social Security Number of applicant and co-applicant (the co-applicant SSN is not required at the time of registration.  However it should be collected for identification purposes.).
Current—Current contact phone number for applicant

Alternate—Alternate phone number for applicant
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	Instructor Note: For those who are familiar with NEMIS, you may want to make reference to the fact that the Web version is NEMIS in a different format.
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	O/R—Own or rent the damaged residence

Dep—Number of dependents the applicant claims

HA—Identifies whether or not FEMA Housing Assistance is Open, Closed, Non-Ref, or Non-Reg  

OTHER—Identifies whether Other Needs Assistance is Open, Closed, Non-Ref, or Non-Reg
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	Instructor Note: Sanctioned Community (SC) will be discussed in IHP App Services Course.


	[image: image145.emf]
	CBRA—Indicates whether the CBRA (Coastal Barrier Resources Act) flood zone has been mapped

HH—Number of people living in the damaged residence

SBA—Status of SBA (Small Business Administration) decision


	
	Fld Zn—Identifies whether the residence is in a flood zone (if applicable)

SC—Indicates whether the residence has been mapped for Sanctioned Community
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	Instructor Note: Ask participants to complete the exercise on the Applicant Summary Frame in the Workbook (Review #2, pp. 7-8) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Applicant Summary Frame Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on Applicant 

Summary Frame in the Workbook.

3.

Share answers with others.

Purpose: To be able to review an 

applicant

’

s file
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	Are there any questions on the Applicant Summary Frame?
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Overview Tabs and 

Subtabs

l

Assist Summary

l

Current Processes

l

Scratch Pad

l

Payments

l

SBA

l

Comment
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Overview Tabs and 

Subtabs

(cont

’

d.)

l

Contact

l

Events History

l

Data Change History

l

Auto History

l

Inspection

l

IH summary
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	Instructor Note: When discussing the Overview tab, remind participants that some subtabs will be discussed in greater detail later in the course, when participants will complete an exercise to apply what they learned about the Overview tab. 
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	Hand out the Web Applicant Inquiry/Update Quick Tab Guide for a list of tabs and subtabs (available at the end of the Instructor Overview and Materials section).
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	The Overview tab provides an overview of an applicant’s record. As with most tabs, the Overview tab contains a series of subtabs. The nine subtabs in the Overview tab include Assist Summary, App Info, Inspection, Info Control, Correspondence, Special, Insurance, Insp History, and Dstr Info.  

Each subtab will have a series of fields within the topic frame. For example, the Assist Summary subtab has two frames: Assistance Summary—HA Status and ONA Status. The fields are the titles that run either horizontally or vertically in each of the frames.
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	Instructor Note: We will not be able to discuss all of the fields in depth, but their descriptions are available in the Reference Guide Chapters 3–12. We will reference page numbers throughout this unit.
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	Assist Summary
Assistance Summary—HA Status: Lists all HA categories an applicant applied for, along with other relevant information.
Assistance Summary—ONA Status: Lists all ONA categories an applicant applied for, along with other relevant information.

If you click on the small + sign beside the category, it will open up to more details.
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	REFERENCE

Reference Guide, Chapter 3, pp. 29-32 for more details on the fields in the Assist Summary frame.
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	Current Processes 
Queue—Contains information concerning assistance requests or “work packets.” If there is more than one in the Queue field, click on the radio button corresponding to the “work packet” you want to review.

Scratch Pad—The Scratch Pad is no longer used.
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	Instructor Note: Be prepared to demonstrate one or more of the buttons on this subtab.
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	Whenever you are in a pop-up, click on the Close button to return to the previous page.

If there is no Close button, click on the X in the upper right corner.
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	REFERENCE

Reference Guide, Chapter 3, pp. 33-36 for more details.
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	Payments
Eligible Payments—Provides details on all payments made to an applicant. If more than one payment is listed, click on the radio button under the Select field. There are five function buttons under the Eligible Payments frame that provide additional details. These buttons are: 

Details—Contains general payment information, most of which can be found in the Eligible Payments frame

Astc/Disb—Contains specific information about the category that was paid

Treasury Status—Gives same general information as is found in the Details pop-up

Accts Receivable—Indicates when funds are returned to FEMA for any reason other than recoupment.

Recoup—Shows all information pertaining to the recovery of funds
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	Instructor Note: Have a sample case that has SBA Details.

Example:  DR 1561

Reg ID: 911517903
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	SBA

SBA Assistance—A detailed summary of the applicant’s loan application and the loan activity associated with it

In the Details field you may see the word “Details” in blue. You may click on the blue word for the SBA Activity—Web Page Dialog box for more information.
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Comment, Contact, Events History, and Data 

Change History

l

Comment

—

View previous or add new

l

Contact

—

View previous or add new

l

Event History

—

Date/time log of all 

actions

l

Data Change History

—

Date/time log of 

all data changes

l

Auto History

—

Date/time l

og of all events 

determined by the software system
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	Instructor Note: Tell participants they will receive more information about these subtabs. However, be sure to ask if there are any questions on your brief explanations before moving on to Inspection.

The following Overview subtabs will be discussed in greater detail in Unit 5, but we will show them briefly now.
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	Comment—View previous or create a new comment

Contact—View previous or create a new contact

Event History—A date- and time-stamped log of all actions that have taken place

Data Change History—A date- and time-stamped log of data changes, such as changing a category from Pending to an Eligibility decision

Auto History—A date- and time-stamped log of all events determined by the software system, called auto-determinations
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	Instructor Note: This subtab does not contain any frames other than the Applicant Summary Frame.



	[image: image173.emf]
	Inspection

This subtab will show a limited amount of information about inspections. For details, use the Inspection or Insp History tabs.
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	Instructor Note: Be prepared to explain what Under IH and Under SBA Decline Max mean.
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	IH Summary

This subtab displays the status of the monies awarded. It includes both HA and ONA. It also shows the Under IH Max and the Under SBA Decline Max.

Under IH Max means that funds remain available to the applicant.

Under SBA Decline Max means that the HA Repair funds are available to a homeowner applicant.
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	Instructor Note: Ask participants to complete the exercise on the Overview tab in the Workbook (Review #3, pp. 9-10, questions 1-14) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 15 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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	Are there any questions on the Overview tab or its subtabs?
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	REFERENCE

Reference Guide, Chapter 4.
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	The Assistances tab displays information about the HA (Housing Assistance) and ONA (Other Needs Assistance). This tab defaults to HA Assistance subtab.
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	Instructor Note: Its current status is in the HA Assistance frame in the Approval column. 
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	HA Assistance

Provides information about all HA categories of assistance, all verification requirements, and all outgoing letters. If there is more than one category of assistance, select the appropriate one and click on the small + sign to view the details of the assistance.  
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	OTH Assistance

Only the ONA Assistance and Verification Requirements Frames are available in the ONA Assistance subtab. For outgoing letter history and finance information, go back to the HA Assistance subtab.
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	Instructor Note: Ask participants to complete the exercise on the Assistances tab in the Workbook (Review #5, p. 13) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 5–10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Assistances Tab Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the 

Assistances tab in the Workbook.

3.

Share answers with others.

Purpose: To be able to search the 

Assistances tab
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	Are there any questions on the Assistances Tab before we  move on to the next topic?
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	The App Info tab provides detailed information gathered from the applicant at the time of registration and/or any updates to information. When you go to the App Info tab, it will default to the Applicant Info subtab.  

There are eight subtabs: Applicant Info, Registration Info, Uninsured Expense, Electronic Funds Transfer, Occupants, Referrals, Transportation, and Custom Questions.
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	REFERENCE

Reference Guide, Chapter 5, pp. 63 - 69 for details on the fields covered here.
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	Applicant Info

Damaged and Mail Address—Lists the address of the damaged property as well as the current contact information.
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	Registration Info

The applicant provides this information at the initial registration.

General Info—This information may be changed by clicking on the Edit button and making entries.

Income—Annual income and how many dependents the applicant claims

Losses, Damages, and Needs—Series of questions asked to ensure that FEMA knows what the applicant is requesting at the time of registration

Cause of Damage—What the applicant believes caused the damages

Registration Status—Lists dates when actions were taken on the registration
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	Uninsured Expense

This subtab displays ONA categories the applicant is seeking help for, with the exception of personal property.

Uninsured Expenses—Yes or No answers are logged in this frame.

If the answer is Yes to Other/Misc, additional information is selected from a dropdown.

Other/Misc Uninsured Expenses—Lists only the items from the Other/Misc dropdown.

Electronic Funds Transfer

Electronic Funds Transfer—There is only one frame with the same name as the subtab. Relevant banking information is listed here if the applicant elects to have any award deposited directly into his or her account.
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	REFERENCE

Reference Guide, Chapter 5, p. 70 - 72 for more details.
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	Instructor Note: Remind participants that the Web version is still being refined.
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	Occupants

Lists the occupants of the home at the time of the disaster.  Currently, this information cannot be updated in the Web Applicant Inquiry/Update.

Referrals

Agency Name—Lists all agencies to which the applicant was referred at the time of registration


	
	Transportation

Transportation subtab displays information taken at the time of registration. Additional information on transportation assistance is on the Inspection tab/Transportation subtab.
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	Instructor Note: Be prepared to explain Registration Intake.  
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	Custom Questions

Question—Contains disaster-specific questions that FEMA or the State added to the Registration Intake module. Answers to custom questions are displayed in this frame.
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	Instructor Note: Ask participants to complete the exercise on the Applicant Info tab in the Workbook (Review #6, pp. 14 - 15) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 5–10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Applicant Info Tab Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the Applicant 

Information tab in the Workbook.

3.

Share answers with others.

Purpose: To be able to search the 

Applicant Information tab
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	Are there any questions on the App Info tab or its subtabs?
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	Instructor Note: Suggest break of about 5–10 minutes before moving on to the next topic.
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	REFERENCE

Reference Guide, Chapter 6, pp. 75 - 84 for more detailed information.
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	The Inspection tab contains information related to the inspection performed by the contract inspector.  

There are 10 subtabs: RP/Overview, Appliance, Room/Clothing, Transportation, ET/Misc, Timeline, Residence, Insurance, Summary, PP and Misc Summary.
This tab defaults to the RP/Overview subtab.

RP/Overview

This subtab is specific to HA.

Overview—Indicates whether there has been an inspection and if so, how many were performed 

Real Property—Lists all real property identified by the inspector as damaged

Real Property Summary—Will contain a summary of the real property assistance
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	Instructor Note: Remind participants that personal property, including appliances, rooms, clothing, transportation, and moving and storage, are SBA-dependent categories.
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	Appliance

This screen lists all of the Appliances/Mechanical items noted by the inspector. To determine the location of the item at the time of the disaster, select the item radio button and click on the Location button.
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	Room/Clothing

Room—This frame is specific to personal property losses and summarizes the damages to the rooms within an applicant’s primary residence.

Clothing—Indicates the number of people in the household that require clothing
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	Instructor Note: Transportation is SBA-dependent and the vehicle must have been in compliance with all applicable State laws (current registration, liability insurance, etc.).
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	Transportation

In the Transportation subtab, all vehicle information is recorded. The inspector may indicate that the vehicle needs repair or replacement, has no damage, or has only cosmetic damage.
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	Instructor Note: Any item that was not owned before the disaster, but is required because of the disaster, is covered as a miscellaneous item and is not SBA-dependent.
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	ET/Misc

Essential Tools—Tools and educational items are considered personal property and are dependent on the SBA decision. This frame will display tools and equipment required by an employer as a condition of employment. It also displays items needed for educational purposes.

Misc Items—Miscellaneous items are specified by the State.  They include items purchased after the disaster to aid in the recovery. Examples: generator, dehumidifier, and/or fuel.
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	REFERENCE

Reference Guide, Chapter 6, pp. 85 - 92.
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	Timeline

Inspection Timeline—Displays the details of the inspection, including how many were performed, who the inspector(s) are, and the issued and returned dates
Just above the frame there is a Comments button you can click on to see any comments made by the inspector. If more than one inspection was completed, you need to select the proper inspection line first before seeing comments about that inspection.
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	REFERENCE

Reference Guide, Chapter 6, p. 89 for a list of acceptable forms of proof of ownership
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	Residence

Inspection Residence—This page has detailed information regarding the applicant’s damaged residence. It will indicate the level of the water, if flooding occurred. If an applicant has an unsafe home and is willing to relocate, the information is recorded on this page.
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	Instructor Note: After discussing the Inspection tab, Summary subtab, you may want to skip to the Insurance tab and go back to the rest of the tabs.
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	Insurance

This information is inspector-verified insurance coverage for damages recorded on each inspection.

Note that the Company, Policy Number, and Agent Name may not be entered by the inspector. Go to the Insurance tab for more details.
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	Summary

This subtab summarizes the cause of damage, any deferred maintenance, and what made the home unsafe.

Damage Recorded—Lists types of damage caused by the current disaster and verified during each inspection (flood, earthquake, fire, sewer backup, hail/rain/wind-driven rain, tornado/rain, etc.)

Deferred Maintenance—Shows real property deferred maintenance that was not significantly worsened by the disaster. These items would not be eligible for HA


	
	Habitability Repairs Required—If the inspector lists habitability repairs that are required, this frame will list the broad categories of ways in which the home is unsafe, and why.
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	Instructor Note: Ask participants to complete the exercise on the Inspection tab in the Workbook (Review #7, pp. 16 – 17) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Inspection Tab Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the Inspection 

tab in the Workbook.

3.

Share answers with others.

Purpose: To be able to search the 

Inspection tab
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	Are there any questions on the Inspection tab or its subtabs?
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	REFERENCE

Reference Guide, Chapter 7, pp. 93-96.
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	The Info Control tab has only one subtab that is displayed when the page is opened.  

Verification Requirements

Verf Requirement—Each assistance category has specific eligibility requirements that must be met before assistance may be awarded.

This frame displays the types of requirements and whether or not they have been satisfactorily met by the applicant.
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	REFERENCE

Reference Guide, Chapter 8, pp. 97 - 102.
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	Instructor Note: 
Use the following example to demonstrate the View capability: 

DR 1561 Reg. ID 91-1517903

Make sure that the example is available when preparing to present this course. If it is not, then select another example and be prepared to use the new case.
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	The Correspondence tab contains two subtabs and gives information about incoming and outgoing correspondence between FEMA and/or the State and the applicant.  

Correspondence Received

Correspondence Received—Incoming correspondence usually is scanned into the applicant’s file within 5–7 days from the postmarked date. Faxes should be in the applicant’s file within 1–2 working days. A blue identification number in the Image field indicates that the document can be viewed. 

Outgoing Letter History

This subtab provides a list of all letters sent to the applicant. It is not currently possible to view an outgoing letter in the Intranet Applicant Inquiry. Specific information contained in a letter may be seen by clicking on the word Details next to the letter you wish to review.
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	Instructor Note: We will discuss images in more detail in the next unit.
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	REFERENCE

Reference Guide, Chapter 9. pp. 103 - 108.
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	The Special tab contains information related to Duplication of Benefits (DOB) issues and registration information. This tab has six subtabs: Registrations Linked for Duplicate, Previous Disaster Summary, Alternate Payee, ARC/CVP, RI History Info, and RI History Summary.
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	Instructor Note: When dealing with applicants who are linked, do not release ANY information about the applicant linked with the record you are viewing.
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	Registrations Linked for Duplicate

Duplicate Registrations—Displays applications that are linked as duplicates. This frame will list the registration number and name of the applicants who are linked. Applicant or co-applicant SS#, disaster phone number, meter number, or any EFT (Electronic Funds Transfer) information will cause this link-up for Duplication of Benefits (DOB) review. 

Linked Registrations—Lists any other applications in which the applicant shared private access, e.g., multi-family roads and bridges.
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	Instructor Note: As NEMIS capabilities increase, the Web version will be updated.
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	Previous Disaster Summary

Previous Disaster Summary—While this frame is currently not in use, it will eventually display any disaster assistance an applicant received in a previous disaster.
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	Alternate Payee

Alternate Payee—Will display the name of an individual other than the applicant designated to receive the funds 

ARC/CVP

ARC Lodging—Details lodging assistance received from the American Red Cross (ARC)


	
	Citizenship—This frame is not currently in use. However, if it were, it would display citizenship compliance.

RI History Info and RI History Summary

These subtabs are currently unavailable. Refer to the App Info tab and its subtabs for registration information.
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	Instructor Note: Ask participants to complete the exercise on the Info Control, Correspondence, and Special tabs in the Workbook (Review #8, pp. 18 – 19) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 15 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Info Control, Correspondence, and Special 

Tabs 

Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the Info Control, 

Correspondence, and Special tabs in the 

Workbook.

3.

Share answers with others.

Purpose: To be able to search the Info 

Control, Correspondence, 

and Special tabs
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	Are there any questions on the Info Control tab, Correspondence tab, and/or Special tab and their subtabs?
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	The Insurance tab contains all the insurance information gathered from the applicant and features three subtabs: Insurance (default), NFIRA (National Flood Insurance Reform Act), and Insurance Substantiation.
Listed are any insurance policies the applicant holds, substantiation received about the policies, and any policy settlements the applicant received. For flood disasters, the tab also displays the flood zone mapping and NFIRA information. 

	
	Insurance

Insurance Type—Displays current insurance information: type of insurance, company, policy number (if available), date the policy went into effect, insurance agent’s name, and phone number of the insurance company.  

If the applicant has no insurance policy, “No RP or PP insurance” will be listed under the Ins Type.

NFIRA (National Flood Insurance Reform Act)

NFIRA—Lists pertinent information concerning the applicant’s flood insurance. It indicates whether the applicant has flood insurance, was required to maintain it because of prior disaster assistance, and is in compliance with the requirement.

Flood Zone—Contains the applicant’s flood zone information, including whether the applicant’s damaged dwelling is under the CBRA (Coastal Barrier Resource Act) zone. If in a CBRA zone, no RP, PP, or Transportation assistance may be awarded.
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	Instructor Note: Must be in Applicant Update to save!
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	While in the NFIRA frame, you can update the NFIRA information. Click on the Update button and complete the Edit NFIRA—Web Page Dialog pop-up. Be sure you are in Applicant Update to save.
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	REFERENCE

Reference Guide, Chapter 10, pp. 109 - 116.

Adding or Updating information in the Insurance tab may be done only in Applicant Update. The system will let you enter information in Applicant Inquiry, but will not save your entries.
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	Instructor Note: Remind participants to check with a supervisor before making entries in an application.
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	Insurance Substantiation

Insurance Substantiation—Information about insurance policies will be displayed, including the type of insurance—i.e., medical, automobile, homeowners, mobile home, etc.

Insurance Settlement—Settlement information is displayed in this frame indicating the settlement amount for specific types of coverage.

Two function buttons are within the Insurance tab: Add and Update. Add lets you enter new information, and Update allows you to put additional information in an existing insurance record. 
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	REFERENCE

Appendix for more details on types of insurance.
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	Instructor Note: We will discuss adding and editing information in more detail in the next unit.
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	REFERENCE

Reference Guide, Chapter 11, pp. 117 – 126.

Appendix for more information on proof of ownership and occupancy.
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	The Inspection History tab contains inspection information. This tab has nine subtabs: Inspection Timeline, Residence, Insurance, PP Appliance, PP Furniture, RP, Transportation, Inspection Comments, and Inspection ET/Misc. Most of this information is available on the Inspection tab. This tab defaults to the Inspection Timeline subtab.

Inspection Timeline

Inspection Timeline—Repeat of Inspection tab, Timeline subtab.
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	Instructor Note: Go back to page 18 in the Instructor Guide for more information about Inspection Timeline (if needed).
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	Reference Guide, Chapter 6, pp. 85 - 86.
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	Residence

Inspection Residence—Repeat of Inspection tab, Residence subtab. 
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	Instructor Note: Go back to page 19 in the Instructor Guide for more information about Inspection Residence (if needed).
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	Reference Guide, Chapter 6, pp. 87 - 90.
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	Insurance

This subtab does not have a specific frame. The information repeats the Inspection tab, Insurance subtab, Reference Guide, Chapter 6, p. 90.
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	REFERENCE

Reference Guide, Chapter 11, pp. 120 – 121.
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	Appliance

Lists all appliances in the residence at the time of the disaster, whether damaged or not. Notice that the location of the appliance at the time of the disaster is on this summary page, unlike the Inspection tab, which requires you to use the Location button.
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	REFERENCE

Reference Guide, Chapter 11, p. 121.
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	Room/Clothing
Contains information on all of the furniture in the residence, by rooms in which pieces of furniture are located.
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	REFERENCE

Reference Guide, Chapter 11, p. 122.
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	RP

Lists damaged real property items (structural)
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	REFERENCE

Reference Guide, Chapter 11, p. 123 - 124.
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	Transportation

Repeats the information in the Inspection tab, Transportation subtab.
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	REFERENCE

Reference Guide, Chapter 11, p. 125.
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	Inspection Comments

All Inspection Comments associated with this application may be viewed from this subtab.
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	REFERENCE

Reference Guide, Chapter 11, p. 126 for additional details on the fields.

Reference Guide, Chapter 6, p. 84 for more on the miscellaneous category.
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	ET/Misc

Essential Tools—Brief summary of tools required as a condition of employment, as noted by the inspector

Miscellaneous Items—Summary of miscellaneous items not owned before the disaster, but purchased because of the disaster. Similar to the Inspection tab information with the exception of the dollar values.
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	The Disaster Information tab contains disaster declaration and addendum information. This tab has three subtabs: Dstr Info, Dstr Policy, and Dstr Agency.
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	REFERENCE

Reference Guide, Chapter 12, pp. 129 - 130.
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	Instructor Note: Point out that being sanctioned means that assistance may be restricted.
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	Dstr Info

Disaster Information—Indicates the incident type and incident period for the specific disaster with the corresponding filing deadline date

Cause of Damage—Lists all eligible causes of damage

Designated Counties—Lists the specific counties that are designated for the disaster

Sanction Communities—Lists all communities that are sanctioned for failure to comply with the NFIRA


	
	Dstr Policy

HA Policies and Procedure—Any HA policies for a specific disaster. Not often used. It is more important to work with your supervisor on policy issues. 

OTH Policies and Procedure—Any Other Needs Assistance policies may be listed here.
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	REFERENCE

Reference Guide, Chapter 12, p. 130.
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	Dstr Agency

Available Agencies—Address and/or telephone number for each agency listed in the left-hand column. Highlight the appropriate agency. If there is more than one page, use the arrow key to “turn the page.”
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	Instructor Note: Ask participants to complete the exercise on the Insurance and Disaster Information tabs in the Workbook (Review #9, p. 20) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 5–10 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Insurance, Inspection, and Disaster Info 

Tabs 

Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the Insurance, 

Inspection, and Disaster Info tabs in the 

Workbook.

3.

Share answers with others. 

Purpose: To be able to search all 

three tabs
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	Instructor Note: Give any summary points you believe are necessary after this long unit.

· In this unit, we learned the descriptions of the tabs and subtabs in Applicant Inquiry and Applicant Update.

· We learned how to locate specific information.
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	Are there any questions on the Insurance tab, Inspection History tab, and/or Disaster Information tab and their subtabs?
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	Instructor Note: Suggest a break of about 10 minutes before moving on to Unit 5.
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	Now that we have examined all the tabs and subtabs in the Applicant Inquiry and Applicant Update, let’s discuss in details how to use Event History, view Images, and add a Contact/Comment/Information.
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UNIT 5
USING EVENT HISTORY, VIEWING IMAGES, ADDING A COMMENT, 
ADDING A CONTACT, AND UPDATING INFORMATION

TIME

45 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· Use the Events History to determine all of the processing steps

· Use Imaging to review all documents entered (scanned) into the applicant’s file

· Add a comment or contact to an applicant record

· Add or update information

SCOPE

· Interpret the Events History to determine what processes have occurred
· View incoming correspondence.
· Add a proper comment and contact.
· Update applicant’s information.
This page intentionally left blank.

UNIT 5
USING EVENT HISTORY, VIEWING IMAGES, ADDING A COMMENT,
ADDING A CONTACT, AND UPDATING INFORMATION
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USING EVENT HISTORY, VIEWING IMAGES, 

ADDING A COMMENT,

ADDING A CONTACT, AND UPDATING 

INFORMATION

UNIT 5
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	The purpose of this unit is to learn how to review all of the events, add comments, and update information. Unit 4 briefly presented all of these processes. This unit will provide more details about using each of them.
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Unit 5 Objectives

l

Use the Events History to determine all 

of the processing steps.

l

Use Imaging to review all documents 

entered (scanned) into applicant

’

s file.

l

Add a comment or contact to an 

applicant record.

l

Add or update information.
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	By the end of this unit, participants will be able to:

· Use the Events History to determine all of the processing steps

· Use Imaging to review all documents entered (scanned) into the applicant’s file 

· Add a comment or contact to an applicant record

· Add or update information




	[image: image316.emf]
Visual 54
	[image: image317.wmf]Visual 

54

Accessing NEMIS

2.

1

Using Event History, Viewing

Images, Adding a Comment 

or Contact, and Updating 

Information

Visual 

Visual 

54

54
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	Instructor Note: Review the steps to log in to the Web Intranet, if necessary.

Use a representative example: 

DR 1561 Reg. ID 91-1517903

Make sure that the example is available when preparing to present this course. This example shows data changes, comments, and contacts. If this example is not available, then select another one and be prepared to use the new case.
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	Events History is an archived record of all actions taken on an application. It includes decisions made by auto-determination or manual determination. It also includes all comments and contacts added to the file and all data change events that took place. To review the Events History:

· Open the appropriate application

· At the Overview tab, click on Event History subtab

Within the subtab all events are listed by date, newest date first. Notice the small words in blue in the left-hand column. When you click on the word, a pop-up will appear with more detailed information. You may click on any field heading to sort the information.  

You may also “filter” the events by using the subtabs:

· Comment

· Contact

· Data Change History

· Auto History
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	Instructor Note: Remind participants to be patient after clicking on the blue numbers. The Web will open a dialog box with the images.

Note: Incoming letters are not viewable using the TDL.
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	Viewing Images: When an applicant or another person sends in documents to FEMA, the documents must be added to the applicant’s record. To do this, FEMA scans the documents into the file. When reviewing a case you may need to view these scanned images. To do so:

· Open appropriate file

· Go to the Correspondence tab

· At the word Image, look for series of numbers in blue

· Click on the blue numbers 

If there is more than one page, use the arrows to “turn the page.”
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	Instructor Note: Explain the difference between a comment and a contact, starting with comment.
· Comment: adding a note to the file
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	Adding a Comment or Contact—To add a comment or contact to the applicant’s record, you will need to access the Web and open the appropriate applicant file.

· Select the Overview tab (this is the default tab when entering the case).
· Select the Comment or Contact subtab.
· Click on the Add button to display the Add Comments/Contacts—Web Page Dialog box.
· Enter an accurate summary description in the Summary line.

For the Add Comments—Web Dialog Box, enter the details in the Comment field. In the Send to Inspector selection field, the default answer is NO. (See your supervisor before changing this to YES.)
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	Instructor Note:
 Contact: adding information that was determined when speaking with someone about the application—i.e., applicant, doctor, insurance agent, etc.
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	For the Add Contact—Web Dialog Box, you will need to gather more detailed information to complete all of the fields, as appropriate. Click on the Save button

If you make a mistake entering the comment or contact, you may close the dialog box and start over. However, once you save a comment or contact, it becomes a permanent part of the applicant’s record.
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	Instructor Note: Check with your supervisor before completing any additions or updates.
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	Updating Information—With the exception of making a comment or adding a contact, you must go the Applicant Update to add or update information.  

Do not make any additions or updates without your supervisor’s concurrence.
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	REFERENCE

Reference Guide, Chapter 13.
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	The Web version allows you to make minor data changes which include: 

· Primary, alternate and current telephone numbers

· Damaged property and current mailing addresses

· SSN and applied date 

· Type of residence, primary residence, current location

· Own or rent, essential utilities out, and EFT information
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	REFERENCE

Reference Guide, Chapter 13, pp. 136 - 143.
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	Instructor Note: Point out that the data fields listed for possible updates in the Applicant Info subtab must be clicked on individually to get the Update pop-up.
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	Go to Applicant Update within the Assistance Client. At the App Info tab, Applicant Info subtab, you may update the following items which are highlighted:

1.
Damaged Property Address

2.
Primary Telephone Number

3.
Alternate Telephone Number

4.
Social Security Number

5.
Mailing Address

6.
Current Telephone Number

Click on the item you need to update and a pop-up window will open. Enter the correct information. Click on the Save button. Make a comment (Comment subtab in Overview) documenting why the update was made.




	[image: image343.emf]
	REFERENCE

Reference Guide, Chapter 13, pp. 144 - 153.
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	Instructor Note: Notice that all of these items are available as soon as you click on the Edit button. 
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	In App Info, Registration Info subtab, you may update the following:

· Applied Dt (date)

· Type (of residence)

· Primary (residence)

· Current Location

· Date of Loss

· Own/rent

· Essential Utilities Out

To update any of the above items, click on the Edit button located beneath the Applicant Summary Frame. All seven data fields are on the same Edit General—Web Page Dialog box. Complete only those that need updating and click on the Save button. If you do not want to save the changes, click Close.
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	Instructor Note: Ask participants to complete the two exercises on the Overview tab in the Workbook (Review #3, p. 10, questions 15 – 18 and Review #4, pp. 11 – 12) to apply what they have just learned.

Tell participants they may work alone or in pairs. Tell them they will have about 15–20 minutes, and then facilitate a group discussion to answer any questions.

At the end of the exercise, review any points on topics that may need reiteration.
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Overview Tab Exercise

1.

Log in to the Web Applicant (if network 

connection is available). 

2.

Answer the questions on the Overview 

tab in the Workbook.

3.

Share answers with others.

Purpose: To be able to search the 

Overview tab
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	Instructor Note: 

· Have the Intranet Applicant Inquiry/Update Workbook Key available for any questions.

· Spend the rest of the time discussing issues pertaining to the Workbook. Go over the answers with the class. You can project the answers on a screen from the CD.
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	Before we transition to Unit 6, are there any questions on what we covered in Unit 5 or any of the previous units?
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	Instructor Note: If time permits, suggest a break of about 5 minutes before wrapping up.
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	Now let’s review what we have covered today and resolve any outstanding issues you might have.



UNIT 6
course conclusion
TIME

45 minutes

UNIT OBJECTIVES

By the end of this unit, participants will be able to:

· Review the course objectives

SCOPE

· Summary of course content
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UNIT 6
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UNIT 6
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	Instructor Note: 

· Review expectations captured at the beginning of class.
· Resolve any particular “Parking Lot” issues before participants leave class.
· Take questions as time permits.
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	· Do you have all your questions answered? (“Parking Lot” issues resolved?)

· Now is the opportunity, before the exercise, to clarify any issues on your mind.
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Course Objectives

l

Demonstrate how to access the Web Applicant 

Inquiry, search for resources, and log out.

l

Demonstrate how to use Rental Resources 

database.

l

Describe the primary information within the 

Summary Frame, tabs, and subtabs.

l

Describe how to use Events History and 

imaging.

l

Demonstrate how to add a comment or contact 

in an applicant

’

s record. 

l

Explain how to update information.
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	Review the course objectives.

· Demonstrate how to access the Web Applicant Inquiry, search for resources, and log out.
· Demonstrate how to use Rental Resources database.


	
	· Describe the primary information within the Summary Frame, tabs, and subtabs.

· Describe how to use Events History and imaging.

· Demonstrate how to add a comment or contact in an applicant’s record.

· Explain how to update information.
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	Instructor Note: 

· If time permits, ask participants to complete the Navigation Practice exercise in the Workbook (starting on p. 21) to apply what they have just learned about the Web Applicant Inquiry and Rental Resources.
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Navigation Practice Exercise

1.

Log in to the Web Applicant (if network 

connection is available).

2.

Answer as many questions as you can.

3.

Share answers with others.

Purpose: To apply what you

’

ve learned about 

the Web Applicant Inquiry and Rental 

Resources
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	Instructor Note: 

· Have the Workbook answers available for any questions.

· Allow participants some time to go to the Web (if network connection is available), open Applicant Inquiry and Rental Resources, and log in so they can answer as many questions as time allows. 

· Remind them to be sure to be in the correct disaster field to locate the case being referenced in the exercise.
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	Please DO NOT enter or save a comment or contact to the applicant’s record.
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	Instructor Note: Spend the rest of the time discussing issues pertaining to the Workbook.
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	Instructor Note: Direct participants to complete the DFTO Course Evaluation Form in the back of their Student Manuals and to return the forms to you.

Ask them for honest feedback to help improve this course. 

Thank them for their valued participation—and wish them the best in their positions.
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Evaluations and Closing
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	Thank you!
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[image: image372.jpg]DFTO COURSE EVALUATION FORM

Please take a moment to complete the following items. Your input may help to improve
future training sessions. Thank you!

Name of Course Date of Course

Name of Instructor Disaster Number

1. After completing this course, | am better prepared to do my work
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:
2. The instructor was knowledgeable and well-prepared
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:
3. The instructor provided time for questions and review and encouraged group participation
O STRONGLY AGREE O AGReE O DISAGREE O STRONGLY DISAGREE
Comments:

4. The instructor related the material to disaster work and used FEMA-related examples.

O STRONGLY AGREE O Acree O DISAGREE O STRONGLY DISAGREE
Comments:
5. The most effective part of this course was:

6. The least effective part of this course was:
7. Please add specific comments on how this course could be improved

8. Overall, how would you rate this course?

O EXCELLENT O VeRYGooD O Goop O ADEQUATE O Poor












































































